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Performas secretarial duties for cffices of the various Commissioners and
the Chairman on an "as needed” basis. Types letters, memoranda, reports,
speeches, and other correspondence for the Commissioners and the Chairman
utilizing word processing equipment or other automated systems.

Maintains a tracking system for handling controlled correspondence or
action items, ensuring that the system is operating in a timely and
efficient manner at all times. Handles all telephone calls for the
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QUALIFICATIONS REQUIRED {if the pasition is qunounced at nultiple grade tevels, these gualifications describe the fuli ,uerfnnumtreleve.’ wnless otherwise specified. The position descripiion, Inmediate
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Candidates must have at least one year of specialized experience at the
next lower grade level or egquivalent.

SPECIALIZED EXPERIENCE is experience which demonstrates the knowledge,
skillg, and abilities to perform a wide- range of secretarial and
administrative duties.

RATING FACTORS (Applicants are sirongly encouraged to subnit o siccement addressing the Reting Hated betow.)

APPLICANTS ARE STRONGLY ENCQURAGED TO ADDRESS THE RATING FACTORS LISTED
BELOW:

1. Demonstrated proficiency with microcomputer-based word procesgsing
systems in order to produce error-free reports and letters for the
Commissioners and the Chairman, including WordPerfect Office
(WordPerfect, Appointment Calendar, E-Mail) and other database
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DUTIES OF POSITION - CONTINUED

offices, determining which of those incoming calls should be referred
directly to the Chairman or Commissioners and which can be taken care of
by members of their staff.

Reasonable accommodations will be made for qualified applicants or

employees with disabilities, except when doing so would pose an undue
hardship on the employlng agency.

RATING FACTORS - CONTINUED

applications (i.e., maintaining automated tracking/scheduling systems).

(EXAMPLE: Describe specific work experience, training, and
accomplishments which demonstrate your knowledge of and ability to
utilize the featurers of WoardPerfert, WordPerfect Office, and any other
office automation tools. What specific software have you used (e.g.,
LOTUS, Accegs, Harvard Graphics) and for what purposes? Describe your
experience and accomplishments developing and implementing autcomated
tracking/scheduling systems to monitor action items and issues, and
developing reports regarding the status of such activities.)

2. Thorough knowledge of proper grammar, spelling, punctuation, and all
applicable NRC correspondence procedures sufficient to prepare and review
cutgeoing material for correctness, proper format, and completeness.

{(EXAMPLE: Describe specililc work experience, education, and training
which demonstrate your knowledge of proper grammar, spelling, and
punctuation. Describe specific work experience which requires you to
apply your knowledge cof NRC correspondence procedures. What is your recle
in ensuring that outgeoing documents are correct and in the proper

format? What type of documents do you routinely prepare and originate?)

3. Knowledge of NRC administrative procedures and demonstrated ability
to provide administrative support in a variety of areas, such ag travel
and time and attendance.

(EXAMPLE: Describe specific work experience, training, and developmental
assignments which demonstrate your ability to apply policies and
practices pertaining to office procedures, such asg time and attendance
and travel. Describe your experience maintaining supervisor’s
appointment calendar, and arranging meetings and conferences. Describe
your experience establishing and maintaining office files. Describe
specific instances where you have initiated and developed new office
procedures to improve the efficiency of your organization or to solve
administrative problems.)

CONTINUED ON NEXT PAGE
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RATING FACTORS - CONTINUED

4, Demonstrated ability to plan, organize, and coordinate work, and to
handle multiple assignments with competing priorities, often under
considerable pressure to meet deadlines, and the ability to adapt to
various offices as required on a daily basis.

(EXAMPLE: Describe specific work experience and accomplishments which
demonstrate your abkbility to plan, organize and coordinate work

asgignments. Describe specific situations which required you to work
under stressful or adverse conditions (field assignments, competing
priorities, tight schedules, deadlines, etc.). Describe specific

training, education, or developmental assignments which have enhanced
your organizatiocnal skills.)

5. Demonstrated ability to deal tactfully, efficiently and
professionally with people of high levels with extreme tact and courtesy
without divulging highly classified or adminigtratively confidential
information contrary to regulations.

({EXAMPLE: Describe the various levels of individuals you interact with
and for what purposes. Describe siltuations that required you to use tact
and diplomacy to achieve cooperation or resolve a problem. Provide
examples of specific assignments which required you to work as a lead
gecretary or within a team environment. What wae your role? What
techniques do you use tec develop effective working relationships?
Describe specific training or education which have contributed to your
leadership or interpersonal skills.)

NOTE: Breadth, recency, and length of experience in the field; training,
awards, and commendations; past and current performance; and community or
outside professional activities will be reviewed as they relate to each
of the above factors to determine the level of knowledge, skill, or
ability of candidates.

EXECUTIVE AGENCIES ARE PROHIRBITED FROM ACCEPTING COR CONSIDERINGC
APPLICANTS FOR COMPETITIVE APPOINTMENTS OR POSITIONS BASED ON POLITICAL
RECOMMENDATIONS FROM MEMBERS OF CONGRESS, CONGRESSIONAL EMPLOYEES,
ELECTED STATE OR LOCAL GOVERNMENT OFFICIALS, AND POLITICAL PARTY
OFFICIALS. SUCH OFFICIALS MAY ONLY SUPPLY STATEMENTS REGARDING THE
CHARACTER AND RESIDENCE OF THE APPLICANT.




